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ATTENDANCE ALERT!
Please Take Note Of The Following Important Attendance Announcements

WEEK ENDING 5/16 ATTENDANCE DUE THIS FRIDAY, 5/15/98

Due to the upcoming Memorial Day Holiday, all attendance time cards/sheets for the week ending 5/16/98 should be
forwarded to HR by close of business on Friday 5/15/98. DC office employees: please put your attendance in the
overnight mail to HR on Friday 5/15/98. As always, the Human Resources and Payroll Teams appreciate your
assistance.
ATTENTION EMPLOYEES ON FLEXIBLE WORK ARRANGEMENTS:

Due to the upcoming Memorial Day Holiday, all employees on a CWW schedule must revert back to a 35-hour work
week schedule for week ending 5/30/98. Employees on a 9/70 schedule must revert back to a 35-hour work week
schedule for the weeks ending 5/23/98 and 5/30/98. For week ending 6/6/98, employees may go back to their CWW or
9/70 schedules.
ABSENCE REQUEST FORMS NO LONGER NEED TO BE SUBMITTED TO HR

As noted in the 5/8/98 Human Resources memo, “Revisions to Attendance Tracking Procedures,” this is a reminder that
employees are no longer required to submit Absence Request Forms to Human Resources. Staff should continue to
discuss their planned absences with their Team Leader. Please be sure that all weekly attendance time cards/sheets
accurately reflect any absences for that week.
“HOW TO TRACK ATTENDANCE” NOW AVAILABLE ON VIC

As noted in the 5/8/98 Human Resources memo, “Revisions to Attendance Tracking Procedures,” VIC now includes
detailed information on how each employee can track his or her own attendance. We want to emphasize that Human
Resources will continue to maintain a centralized database of all employees’ attendance information, which is gathered
from the staff's weekly time cards/sheets. The information on VIC, along with the quarterly attendance reports, the first
of which will be distributed on May 15, 1998, will allow all interested employees to calculate their own accruals and
deductions.

“How To Track Attendance,” provides all the information every employee needs to calculate his or her own:
• Vacation accruals and deductions
• Floating Holidays
• Complete 1998 attendance history through 5/2/98.
The quarterly attendance report includes:
• A 1998 year-at-a-glance calendar for each employee. This calendar provides a snapshot of each employee’s
attendance record from 1/1/98 through 5/2/98.
• Each employee’s vacation, sick time, and floating holiday accruals and deductions as of 5/2/98
Taking the data from this report, and then utilizing the information from “How To Track Attendance,” employees will
be able to calculate current accruals, future accruals, and time deducted for future absences. Accordingly, employees
will have the information they need to plan vacations, take note of their current sick time used, and be aware of how HR
deducts time. To find “How To Track Attendance” on VIC, under the main menu, go to “General Information” and then
click on “How To Track Attendance Procedure.” Give it a try today!
If you have any questions about the new attendance tracking procedures, please contact your team’s attendance recorder:
Team #’s

HR Team member

#335 - #420
#421 - #438
#439 - #452
#453 -#468
#470 - #497

Kim Hines (x3350)
Laurie Diemer (x3 827)
Lisa Hudson (x3 83 0)
Gaby Ulloa (x3 831)
Shiane Bellamy (x3355)

COMING SOON: ISO 9001 CERTIFICATION CELEBRATION

Don’t forget to join us for our ISO 9001 Certification Celebration, coming soon to your AICPA office. Each event
will take place between 3:30pm - 5:00pm, and will include T-shirt souvenirs, hors d’oeuvres, beverages and
desserts.
NJ office. May 13th. Desserts, fruit and coffee/tea behind the 2nd floor reception desk, hot hors d’oeuvres, soda and

punch in the Cafeteria. We ask that Team Leaders in NJ appropriately stagger staff so overcrowding can be
avoided.
DC office: May 22nd in the Breakout area.
NY office: May 29th in the Committee Dining Room.
Looking forward to seeing you there!
REMINDER: TELECOMMUTING PILOT APPLICATIONS DUE MAY 22

If you are interested in applying for one of the 20 telecommuting pilot slots, applications are due to Shiane
Bellamy in Human Resources by May 22. Detailed information about the pilot program, in addition to all of the
necessary forms that need to be completed, can be accessed through the Human Resources Virtual Information
Center (VIC) located on the AICPA Intranet. In addition, a detailed article about the telecommuting pilot program
can be found in the 4/28/98 issue of Fastfact (#61), which is also available on VIC.
APPLYING FOR A TRANSFER? PLEASE READ THIS FIRST

Since there have been numerous inquiries regarding the confidentiality of an employee’s application for a
transfer, the following should provide the answers to your most frequently asked questions:
1. The applicant should fill out an “AICPA Promotion/Transfer Opportunity Request” form and send it to the
attention of Laurie Diemer in Human Resources.
2. As noted on the AICPA Promotion/Transfer Opportunity Request form, when the applicant applies for the
position, he or she has the option of either informing his/her supervisor, or not informing his/her supervisor.
Whichever the applicant chooses to do, he/she must indicate that choice on the form.
3. However, if the application does lead to an interview, the applicant is expected to inform his/her supervisor
before the interview takes place.
If you have any questions about a particular transfer situation, please contact Laurie Diemer at x3827.
CHANGE IN ROOM FOR NY NUTRITION SEMINAR

The upcoming New York office Nutrition Seminar will now be held from 12:00pm - 1:00pm in Room F. Seats
are still available. Please RSVP to Kim Hines by e-mail if you would like to attend.
NEW TO VIC: WORD 6.0 VERSIONS OF HR FORMS

HR’s Virtual Information Center (VIC) on the AICPA’s Intranet now includes P-MAP Forms, and STAR Forms
in WORD 6.0 format. For instructions on how to download forms, please read the article below.
HOW TO DOWNLOAD FORMS ON VIC

Many of the HR forms you need to complete are available electronically through VIC—HR’s Virtual Information
Center on the AICPA’s Intranet. Once you’ve downloaded an HR form to your PC, you can fill out the form on
your computer—in other words, you don’t have to fill the form out by hand, but can type in the information and
save an electronic copy for your personal files. Here’s how it works: Once you find the form you need, click on
the choice. You’ll be prompted to download the file (“save as”)—we recommend you save the file on the c-drive
or on a diskette. Once downloaded, close out of VIC and open Word or WordPerfect (it’s very important to do
this before opening the file as all HR forms are composed in Word or WordPerfect). Once in Word or
WordPerfect, open the saved HR forms file. Now you can either print out the blank copy or begin filling out the
form electronically.
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